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The GSA Online University (OLU) supports the
agency’s mission and business objectives through high

, cost-effective continuous learning and HOME ; APPLICATIONS ; GSA ONLINE UNIVERSITY / JOB AIDS, TRAINING PRESENTATIONS & VIDEOS
development that enhances leadership, competencies
and personal growth. Our mission is to provide
educational learning tools, resources and services in

2]

port of continuous learning and organizational
art of the Talent Development Center of Expertise

development. OLU

JOB AIDS, TRAINING PRESENTATIONS & VIDEOS

o Expert consultation with staff avallable for advisement in
curriculum design and course development
o Quallty just-in-time online training and career development

o Building innovative programs that help people grow and succeed
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Access GSA OLU
. © End User
Training Registration

Registration Help
© Regional Administrator

Job Aids, Training Presentations & Videos I

OLU is avallable to all GSA employees and offers over 2000 online courses
as well as access to numerous bo ne. This learning tool is easily 3
© Supervisor

accessible and delivers training right to an employee’s desktop. Completed
7t to the Training and Development
s Integrated

s are automatical
System (TDS) within GSA's Comprehens:
System (CHRIS) so employees have a record of OLU training completed —

© SME Administrators

OLU is an excellent resource for enhancing personal skills and

course trans

Human Resour,

competencies.

Need assistance? Contact eSkillz for 24/7 Live Support Assistance.
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SME Admin Training

SME Admin 101 Objectives SME Admin 102 Objectives
A GSA OLU Homepage Overview A Scheduled Offering Management:
A Admin Center A Edit SO

A Copy SO

A Learning Administration

A Delete SO
A ltems A Nofifionts
A Scheduled Offerings Notifications (ad hoc)
A SO Search A Reporting

A SO Creation

A Registration Management
A View/ Print Roster

A Record Learning




SME Admin 1
Resources

A Job Aid

A Training Slides

A Recorded Training Video
A SME Admin Contacts
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SME Administrator 101 Job Aid

SME Administrator 101 Job Aid Overview

This job aid provides step-by-step instructions for tasks relevant to SME
Administrators of the GSA OLU (powered by SAP). Topics covered in this job
aid include: OLU site access, Homepage navigation (brief overview), Admin
Center navigation, ltems overview, Scheduled Offering (SO) overview &
creation, registration management, viewing/ printing rosters, and recording
learning.

Table of Contents

TASKS COVERED IN THIS JOB AID:
HOW TO ACCESS THE GSA OLU SITE (POWERED BY SAP)

Intreduction.....
550 Access.....
Non-550 Access (Direct URL)

GSA OLU HOMEPAGE .
Main Menu Navigation
Homepage Features ...
Homepage Options

ADMIN CENTER.....
Learning Administration Homepage Navigation...
Learning Administration Preferences and Time Zone Settings.

ITEMS OVERVIEW
Items Area Navigation ....
Searching for an ltem..
Item Administration Page...

SCHEDULED OFFERING ADMINISTRATION
Scheduled Offering Navigation..
Scheduled Offering Search ...
Via the Items Tab (Item Administration Page)...
Via the Scheduled Offerings Tab .......
Scheduled Offering Administration Pag
Scheduled Offering Creation
Registration Management ..
Enroll Usersina 50 ...
Unenroll Users from a 50
View/ Print Scheduled Offering Roster..
Record Learning




GSA OLU Homepage Overview

Homepage Features

-
G SA omnnsm

24xT Live Support Section 508

@ You are all caught up! Accessibility

~ Recently Completed (0) # Edit

There are no recent completions

Tile Browser

:
m Addiremove tiles
Mandatory T...

asA
Mandatory

Training

Welcome I My Admin Favorites Live Support.

You don't have any Admin Favorites shortcut
links yet. Click here to add some

Welcome to GSA's Online University!
Below are best practices about the
new system:

+ Please delete your browser
history/cookies to optimize system
performance.

+ Remember to turn off your pop-up
blocker to access OLU courses.

« To find courses, navigate to the

Learning page using the drop down

navigation button under Home.

¥Your trainina historv from the
v =~
S .

T

Main Menu Navigation

G SA omnnsn‘r ‘ syl ‘

Home

Sort by Date | Type

& You are all caught up!

~ Recently Completed (0)

There are no recent completions.
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Homepage Options

Esi Omoh-RegionalAdmin (esi-regionaladmin) +
Options




Admin Center

G S A S . Admin Center _ Esi Omoh-RegionalAdmin (esi-regionaladmin)

Admin Center

Tool Search

PLEASE NOTE: EMPLOYEE PROFILE UNIVERSAL UPGRADE IN Q4,2015!
With the Q4 release, all customers who have not upgraded to either v12 or People Profile before that date will be automatically transitioned to People Profile
(exception: customers without Role Based Permissions will be upgraded to v12). For details about these upgrades, their timing and the newer features, or to

‘v s w -
: Company Processes & Cycles My Favorites
Clickthe 77 icon nextto the links you want to
J - A add to this Favorites shortcuts list
» J
Objective Performance 360 Reviews Compensation Variable Pay
Management Management .
. = —_— i
o = *m?_f y = News & Updates
Q-f\ = 4 "l P There was an error while performing this
Calibration Learning Development Succession Presentations operation.
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- 4 Resources & Materials
Recruiting On/Ofboarding Employee Files Pay Scale based Reporting
pay Help & Tutorials
~ o -
e ) ',_{\" -~ Role-Based Permissions Administration
F g [ Rl ] Cusiomer € "
Payroll Company Settings Mobile BPE Development uslomer L.ommunity
Tool Handout Builder
Refer a friend and earn rewards
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Manage Employees

& &

Manage Forms by Update User Set User
User Information Permissions




Admin Center Learning Administration
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G SA ONUNT UNITERSITY Admin Center

Admin Center

Tool Search

PLEASE NOTE: EMPLOYEE PROFILE UNIVERSAL UPGRADE IN Q4,2015!

With the Q4 release, all customers who have not upgraded to either v12 or People Profile before that date will be automatically transitioned to People Profile
(exception: customers without Role Based Permissions will be upgraded to v12). For details about these upgrades, their timing and the newer features, or to
ask any questions, visit our Community site here
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Admin Center Learning Administration Page
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Home Users  Learning Content

Search: I Enter Keywords or Command

Welcome
Welcome to SuccessFactors Administration

‘Watch the Tutorial @

New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.

Change Admin Preference;

locale, time zone, and
currency

U)

Learning Administration +

= [ -
Home Users Learning Content
Search: | Enter Keywords or Command ] ‘
Welcome

Welcome to SuccessFactors Administration

New to SuccessFactors Administration? We have provided a brief tutorial to help you leam your way around.
Watch the Tutorial ®

Quick Links /'

- Create Online Course Record Learning - Multiple
= AScheduled Offering is an Instructor led Store the completion of a course or any
course. It allows for registration by other leaming related ftem, including
scheduled offerings

- Create Instructor-Led Course Add Scheduled Offering
After creating an Item (course) and User, (][] After creating the User and the ltem @

yau can either assign the course [User (eourse), schedule when the course will

Needs Mf] or go straight to record be taught (an Offering ofthe course).

users. Additionally, resources can be
completion for the User. The completi Completion can be marked based on ..

specified for its execution such as the

Esi esi-smeadmin (ESK0000004) ~

T Check System

References.

User Needs Mgmt

Assign of remove assignments for
groups of Users. Assignments can
include Curriculum, Courses, and
Compelencies.

==
ONLINE UNITERSITY




Admin Center Learning Administration Page

Time Zone Preferences

A
A
A

Active Locale ID English
Currency ID USD (US Dollar)

Time Zone ID Eastern Standard Time (US/Eastern)

Select a Locale and Time Zone

* = Required Fields

= Active Locale ID: ©, |English

= Currency 1D: |UsD (s Dollar) [v]

* Time Zone 1D: |Eastem Standard Time {America/New York) il

Always display Schedule Offerings in this Time
i Zone

Apply Changes Reset




Admin Centecr Learning Administration

OLU Homepage (brief overview)
Admin Center Navigation
*Learning Administration®
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